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Objectives: 
• Practice using an existing email account 
• Create special mail folders; move mail among folders 
• Set up an online address book 
• Create an autosignature 
• Edit Account Information and Mail Preferences settings 
• Copy & paste text or graphic into an email message 
• Attach a file to an email (optional – time permitting) 
 
 
 

 
 

 
 
 
 

 
 
 
 



Using Folders: 
  
  

Add special folders to organize your email. 
 

 
To remove a folder, 
click the Delete link.  

 
  
 
 

Move messages from one folder to another.  Start with the folder containing 
the message you want to move: 

 
 

 
 
 
 
 
 
 



Using the Online Address Book 
 
 Click the “Addresses” tab above the “Check Mail” and “Compose” buttons: 
 

 
 
 



Using Mail Options 
 
 Click the Mail Options link located below the “Sign Out” link: 
 

 
 
Account Information: 

Click the Account Information Link to get to the screen below; you will be 
asked to enter your password before this screen appears: 

 

  
 
 
 
 
 
 
 



General Preferences: 
 

Click the “General Preferences” link from the “Mail Options” page.  You 
will see the following screen: 

 
 

 
 
 
Create An Automatic Closing and Signature: 
 
 Click on the “Signature” link at the “Mail Options” page: 

 



Copy & Paste Text or an Image Into an Email Message: 
 
 Start in the document or web page you to copy from: 
 

 
 

Open a new Internet Explorer session and sign into your email account.  
 
Click the Compose button to set up a composing form where you will enter 
an email address and subject for your message. 

 

 
 
 
 
 



Attach A File To An Email: 
 

1. Save the file you are planning to attach, either to a removable media 
such as a disk or flash drive, or to the desktop. 

 

 
 
2. Compose a new email or click the “Reply” button in the email to which 

you wish to respond. 
 
3. Click the “Attach Files” button. 

 

 
 



 
4.  Click the “Browse” button. 
 

  
 
5. Locate the file where you saved it. Select it and click the “Open” 

button. 
 
6. Click the “Attach Files” button 

 

 



7. Click the “Continue to Message” button.  
 

 
 
8. Continue composing your email and send it. Note that the attached 

file(s) displays below the Subject field to confirm that it is attached. 
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